FARl I Imiwri J 1% § ey

Facilities and Support Services
85 I 2'0 O l Records Management and Control

INSTRUCTIONS: The Records Management Officer of the Records Management and Confrol Unit wili be of assistance in completing
this form. After Division Director/Designee has signed the form, forward original to Records Management and Control, 130 Memorial
Drive, S. W., Atlanta, Georgia 30303. Aftention: Records Management Officer
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FOR AGENCY USE

Application Date

1. Georgia Department of Labor

Private Employment Agencies Llcensure

Room 358-347 '

501 Pullijam Street, S.W.

FOR RECORDS MANAGEMENT USE

Application Number

85-10]

Application Number .. Date Received ate Comple
Atlanta, Georgia 30312 NOV 2 O 1985 FEB tgeg
to Coptact B Working Title I = Telephone Number
ZF%‘?Qecn . Conley Chief, Private Employment Agencies Licensure 656-0965
3. Actlon Requested ’
a. [X] Establish Retention Schedule; record will continue to accumulate.
b. [J Dispose of present accumulation; no further accumulation anticipated.
c. g Amend Application No. .. Check One: [ Change; [] Supercede; O void
4. Dates of Series 5. Records Series Title (followed by title used in office, if different)
Earliest Latest . ' ‘
1975 [ Present Private Employment Agencies Licensure File

6. Division and Offlce Functuon What is the function of the Division and the Office in which this record series is created?

Chief, Private Employment Agencies Licensure - Responsible for administering and enforcing
the Private Employment Agencies (PEA) Act, passed in 1974 by the Georgia General Assembly.
Checks applications for licenses from those private employment agencies that charge fees
to applicants, and grants or denies such llcenses accordingly.

7. Record Series Description This file contains the followmg documents {include form numbers and titles, n‘ any)

Attach samples of the file,

Documents relating to: administering and enforcmg the Prlvate Employment Agenmes (PEA) Act.

Included are: copy of employment agency license,

- application for state license as operator of an employment agency (used for’

initjal and ¥enewal license
- examination r ‘operator's

- supporting documentation.

Fmense., and

File is arranged: by approval @or NO), thereunder alphabetically by name of agency.
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8. Monthly Reference Rate How often are records referred to which are: - e
One to six months old__10 ; Saven to twelve months old ___; Thirteen to twenty-four monthsold___ 2 ;
twenty-five months and older I

9. Annual Rate of Accumulation of Records

Letter-size drawers 3 ; Legal-size drawers __: Other (specify)
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b Does the serres contam confrdentral mformatron requrring securrty handlmg? " If yes, cite law or regulatlon <
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c. Isthrsavntal record? ' e e T ‘

T —— L e - —— o A msamara. s _4«"‘._w

7_Xf K3 Does thrs serles s have historical or Iong term research_va!ue? S A o

e. When one or two documen}s in the file make it neceésary to keep the entire file for a Iong penod could these dqcuments B
be scheduled separately? :

1ox ] £ 7I§7 the information contamed in thls seriés ever published? |If yes attach copy.

g. Is the information étfntamed in this se serles ever analyzed and/or recorded in a summarlzeg.l report?
X | Ifyes attachcopy. . .. ' : S :

ls there a duplrcatlon of thrs series in your offlce or in another offuce or agency?
X -{ - Myes,where? Original copy of license is kept by employment ag agency
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| x 1 i._Isthis series (or a major portion of it)_regularly microfilmed? —~ ~~ " " T
x| Does the record series result in a computer prmtout?
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1 1 Retentnon Requirements The following requires the series to be kept T
a. State Law _ years. o : - d. Audlt period o o e YeTS
b. Statute of limitation L _2__ years. . S X Admmlstratwe need c- 2ﬁﬁ_ years.
c. Federal Law 3. i years. ST f. Federal retentron mstructrons _‘_-‘Ve'ars.

Attach copy or excert of laws or regulations. Explain administrative need. (e)Whenever a llcenSe is revoked another
license shall not be issued to the licensee for two years from ‘date of revocatlon. ‘
(c)Federal Regulations Applncabie to State Employment Service. - . ; :

29-B-XIV-1627.3

(b)Persons who vmlate prov:.smns of PEA Act shall be gullty of ‘a mlsdemeanor. Prosecut;.on for
misdemeanors must be commenced w:r.thln two years after commission ‘of the crime. Ga. Code Ann.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each: 17 3-1
f Calendar Year;  [JFiscal Year;  [JOther then.
[x] Hold in the current files area month(s) 3 year(s); then
[ Transfer to local holding area; hold year(s); then
[} Transfer to State Records Center; hold ' ____year(s); then

Destroy.
[J Transfer to State Archives for permanent retention.

[ Other (Specrfy)

'Note. T T U FREHPIE S S : .
File series to be cut off at end of each Calendar Year hold in current files area
three (3) years; then destroy after completion and release of all State and Federal
audit requirements, Iatigataon and/or claims.

These mstruct:ons apply to all prror and future accumulations of the series. o o
Date [ Records Management Officer (Srgnature) ~J|__ Date
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Rec endations in paragraph
12 approved. (If disapproved,
a letter of explanation.)

State Audrtor/ Deslgnee

= LR

Secretary of State/ Des!gnee

Attorney General/ Deslgnee

(Fleve




